@TENNESEE ELIGIBILITY DETERMINATION SYSTEM

TennCare Access Login
Reference Guide

Version: 1.0
Updated: 7/9/2021



GTEDS

S IOV TennCare Access Login Reference Guide

Table of Contents

Purpose 3
New Users: Setting Up a New Account 4
Existing Users: Logging in To TennCare Access 17
Reviewing the MyTennCare Partner Login Homepage 22
TennCare Access Login Reference 2 Version 1.0

Guide As of 7/9/2021



GTEDS

S IOV TennCare Access Login Reference Guide

The TennCare Access Portal helps TennCare provider organizations and facilities assist their
clients with health care coverage through TennCare Medicaid and CoverKids.

Depending on the type of provider you are (Hospital, the Department of Health, Nursing
Facility, or Health Plan), and your TennCare approved access, you can submit applications
for presumptive eligibility, add newborns to a mother's case, submit admit or discharge
forms for long-term care, complete financial reassessments for Institutional Medicaid,
complete annual renewals, or apply for TennCare Medicaid, CoverKids, and a Medicare
Savings Program.

Partners use the MyTennCare Partner Portal to complete actions on behalf of their clients.
The TennCare Access Login Reference Guide provides details for the following topics:

o New Users: Setting up a New Account
o Existing Users: Logging in to TennCare Access
e Reviewing the MyTennCare Partner Login Homepage

Version 1.0
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Access.
# Step

1 Once you receive the
Signature Requested
on <Your Name>'s
Acceptable Use Policy
email from
Adobesign@Adobesign
.com, click the Review
and Sign button to
electronically sign the
Acceptable Use Policy
(AUP).

NOTE: A signed AUP is
required before
MyTennCare Partner
Access can be granted.

The AUP is a standard
form that provides
guidelines for the
appropriate use of
State-owned systems,
like TennCare Access.
It is a routine form that
most agencies, dealing
with personal and
sensitive information,
require users to sign.

TennCare Access Login Reference
Guide

TennCare Access Login Reference Guide

New Users: Setting Up a New Account

As a new user to an organization, access is requested on your behalf; your organization’s
Organization Administrator submits a request for you to receive the necessary forms and
credentials to log into MyTennCare Partner and take approved actions in TennCare

Screenshot

L]

Tennessee

State Government

W requests vour sianature on
Y requests your s dtlre

User, Example - Acceptable Use Policy

C

T] =
w0
il

3

=
|IlI 14 |IlI [
(a]

TEMHNCARE SERVICENOW
11400svcadobesign.servicenow @tn.gov

~fr=r you sign User, Example - Acceptable Use Policy 3/l oartes b= notified.

Don't forward this email: 7 ou con'zwant o sign

you can delegate 1o someons Ska

Version 1.0
As of 7/9/2021


mailto:Adobesign@Adobesign.com
mailto:Adobesign@Adobesign.com

GTEDS

TENNESSEE ELIGALITY DETEAMIMATION SYSTEM

2 Read the AUP
agreement.

3  (lickin the Signature
field on the last page
of the AUP Agreement.

4 Click Draw.

TennCare Access Login Reference
Guide

TennCare Access Login Reference Guide

.TennCare

STATE OF TENNESSEE

Bureau of TennCare
Acceptable Use Palicy: Rules of Behavior
Network Access Rights and Obligations

Purpose

To establish guidelines for access and use of State-owned hardware and software,
computer networks and services (such as Internet, email, and telephony), and the security
and privacy of users of the State of Tennessee Wide Area Network.

yes

For the purpose of this document, State and TennCare terms shall mean both TennCare's
specific resources as well as resources managed on TennCare’s behalf by the State of
Tennessee. Staff working at or on behalf of TennCare may have access to sensitive
personal information such as financial and medical records, income tax data, and social

| have read and agree to comply with the policy set forth herein.

*Ellck here to sign

Signature:

Print Name:

* - .
Title: Enter your job title

Dala: May 28, 2021

TennCare User 1D {if provided):

TennCare Division
or Company Name:

*
Create Verification PIN (4 digit):

B4R =

Type | Draw [image Mobile

Type your signature here

Version 1.0
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Draw your signature
on the Sign Here line
and type your name in
the Enter your name
field.

Click Apply.

Enter your job Title.

Enter the name of your
agency or facility in the
TennCare Division or
Company Name field.

In the Create
Verification PIN (4
digit) field, enter a 4-
digit PIN you can
remember.

NOTE: The Date field
is pre-populated.

TennCare Access Login Reference
Guide
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E g @ 3

Type Draw Image Mobile

Séﬂw Here

Enter your name

E &

Type Draw

(&

Image Mobile

S omple o

Example User X

Close

Clear

Apply

| have read and agree to comply with the policy set forth herein.

Maas

. j ~Fe—
Slgnature: Example Usor_{May 25, 2021)

Print Name; D@mple User

* Enter your job fitle

Title:

Date: 'y 28,2021

TennCare User ID (if provided):

TennCare Division
or Company Name:

Create Verification PIN (4 digit):

*

Version 1.0
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Leave the TennCare
User ID (if provided)
and Tax ID fields
blank.

Click to Sign to submit
your AUP form.

Click download a copy
to save a copy for your
records.

NOTE: Your AUP has
been successfully
submitted to the
TennCare Security
Team.

TennCare Access Login Reference
Guide

TennCare Access Login Reference Guide

| have read and agree to comply with the policy set forth herein.

. B TN Y
Signature: Eeos wemm

Print Name: Example User

Title: Hospital Representative

Date: May 28,2021

TennCare User ID (if provided):

By signing, | agree to both this agreement and the
Sign is governed by the 3

TennCare Division

or Company Name: Example Hospital Facility

Create Verification PIN (4 digit): o

If an Organization or Trading Partner account:

| further agree that as a designated representative for the Organization, all documentation
is being adequately maintained for all individuals accessing TennCare Systems

| Tax ID: |

. My use of Adobe

Click to Sign

Tennessee
State Government

0 You're all set

You finished signing “User, Example - Acceptable Use Policy”.

All parties will be notified via email. You can alsq download a copy pf what you just

signed.

Version 1.0
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Monitor your email for
a Password Set Up
Notification email
from
Access.tenncareconne

ct@tn.gov.

The password set up
email can be expected
within 24 hours of
submitting a signed
AUP agreement.

Click the link to set up
your password and
security questions.

Guide
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TennCare

Password Set Up Notification

*four organization admin submitted a request for you to MyTennCare Parimer. It
is time to set up your password! Follow the link below to set up your password.

hitps:/istgmyloginpariner.team. in.gowivalidationSnow?
token=30502310134323768&auth=VESUWIkZ30A==8RC=01

After you set up your password, we still need 24-48 hours to finish your access.
“fou will receive another email when you can start working in MyTennCare
Fariner.

Do you think you received this email in ermor? Tell us right away.
TenniZare Access users emall us at Partner Support. TennCare@tn.gov
Katie Beckett users email us at LTC.Operations@tn.gov

MATS users email us 3t TMM_ Appealsi@tn.gov

“fou will hear back from us as soon as possible. For most issues, we will
respond within 1-2 business days. Thank you for using MyTennCare Partner.

View our Privacy Policy

Thiz me==age was cresled and distribuled by the Stabe of Tennesose's Division of TennCare.

To ensure very of emails fom TennCare, ple Access.ienncareconnechiBingoy to your address
book, contacts, or safe sender lisk. Please do not reply to this email.

Version 1.0
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11  Onthe Activate
Account page, in
the Security Activate Account
Questions section,
select a question from Security Questions * Required
each drop-down

Select a question from each drop down and then provide the answer. Each answer must be different and use at

menu. E nte raun | q ue least 3 characters. Then click the Create Account button,
answer for each * Frst Question I
question. Select a Question w

* Second Question * Answer

NOTE: Answers must

Select a Question v
be at least three
characters, can include “Thrd Question “ Answe
numbers and special Select 2 Question v
characters, and cannot
be similar.
12 Inthe Set New
Password SeCtion, Set New Password * Required
enter a Password
. Be sure to follow the Password guidelines that show on your screen when you begin creating your new
following the Passuiorc
guidelines until they
are a” met. I Password Guidelines:
© Must be between 8-32 characters in
length
Enter your paSSWOFd d © Mustinclude at least one Upper case
. letter (A-Z)
Second tl me. * Confirm Password
© Mustinclude at least one Lower case
letter (a-2)
© Mustinclude at least one Number (0-9)
© Mustinclude at least one Special
character (1$#,8@~"&* _-+=3<)
TennCare Access Login Reference 9 Version 1.0
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13 Click Submit.

Set New Password * Required

Be sure to follow the Password guidelines that show on your screen when you begin creating your new
Password.

Password Guidelines:
* Password
v Must be between 8-32 characters in
length

v Must include at least one Upper case
letter (A-Z)

v Mustinclude at least one Lower case
......... letter (a-2)

~ Must include at least one Number (0-9)

+ Must include at least one Special
character (1$#,8@~M&*_-+=><)

CANCEL RESET SUBMIT

14 Review the Your
registration is complete! (2
We will send you an
email when it is time to
log-in message on the
MyTen nCa re Pa rtner Your registration is complete! We will send you an email when it is time to log-in. X
Login page to confirm
your password was
successfully created.

MyTennCare Partner Login

Although you can login
at this time, your
dashboard may not be
updated. You will
receive a separate
email once your access
has been granted.

Forgot Username? Forgot Password?

Version 1.0
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15 Monitor your email for

16

TennCare Access Login Reference

the Congratulations!
Your Access is Ready
email once TennCare
reviews your access
request and approves
your account, typically
within 48 hours of
receiving the AUP.

Click the link to log in
to MyTennCare
Partner.

On the MyTennCare
Partner Login page,
enter your
Username/Email
Address and
Password.

Guide
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MyTennCare
Partner

Tennf:are

Congrarulations! Your Account is Ready

Congratulations! Your MyTennCare Partner account creation is complete. You can now log
in and begin working.

Your username is TNTZY68. Or you can use your email address used to set up this
account

You received a separate email to set up your password. If you already set up your
password, you can log in with the link below. What if you didn't set up your password yet?
That's okay! Check the email used with this account to see if you received a request to set
up your password. If you didn't get the email, tell us!

hitps.//myloginpartnertcam.tn.gov/partner I

Need help?

TennCare Access Portal users email us at PartnerSupport. TennCare@tn.gov
Katie Beckett users email us at LTC.Operations@tn.gov

MATS users email us at TMM.Appeals@tn.gov

You will hear back from us as soon as possible. For most issues, we will respond within 1-2
business days. Thank you for using MyTennCare Partner.

This message was created and distributed by the State of Tennessee’s Division of TennCare.

To ensure delivery of emails from TennCare, please add Access.tenncareconneci@tn.gov to your address book,
contacts, or safe sender list. Please do nof reply {o this email

View our Privacy Policy

TN o

TennCare

MyTennCare Partner Login

USERNAME / EMAIL ADDRESS

PASSWORD

Forgot Username? | Forgot Password?

WARNING! STATE OF TENNESSEE, DIVISION OF TENNCARE GOVERNMENT SYSTEM.

Unauthorized access is prohibited by Public Law 99-474 "The Computer Fraud and Abuse Act of 1986". Use of this system
constitutes CONSENT TO MONITORING AT ALL TIMES and is not subject to ANY expectation of privacy. Unauthorized use of or
access to this system may subject you to civil or criminal penalties under state or federal law. This statement is being posted by
the Division of TennCare.

11 Version 1.0
As of 7/9/2021
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17 Click Login.

TN Division of

TennCare

MyTennCare Partner Login
USERNAME / EMAIL ADDRESS

TNTZY68

PASSWORD

LOGIN

Forgot Username? | Forgot Password?

WARNING! STATE OF TENNESSEE, DIVISION OF TENNCARE GOVERNMENT SYSTEM.

Unauthorized access is prohibited by Public Law 99-474 "The Computer Fraud and Abuse Act of 1986". Use of this system
constitutes CONSENT TO MONITORING AT ALL TIMES and is not subject to ANY expectation of privacy. Unauthorized use of or
access to this system may subject you to civil or criminal penalties under state or federal law. This statement is being posted by
the Division of TennCare.

Version 1.0
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On the One Time
Passcode page, note
that a One Time
Passcode was sent to
the email address you
use for this account.

A One Time Passcode
is sent to your email
address when you
login from a new
device, or if you
haven't entered a One
Time Passcode in more
than 24 hours. You
cannot log into your
account until you enter
the passcode.

NOTE: If you did not
receive the email,
check your junk mail
folder. If it is not there,
click Didn’t Receive
One Time Passcode?
Resend One Time
Passcode to send a
new email and code.

Guide
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TN Division of Eﬁaﬁizycare
—— TennCare

One Time Passcode

I One Time Passcode has been sent to the email address you use for this account. I

* Enter the 8 digit code. This passcode will expire in 15 minutes.

{ BACK VERIFY

IDidn't Receive One Time Passcode? Resend One Time Passcodel

Version 1.0

13
As of 7/9/2021
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19 Access your email and
copy the verification
code. TN

MyTennCare
Partner

Ténnt."are

One Time Passcode for vour MyTennCare Partner account

Your One Time Passcode i49986092!

This one time passcode should be used for the account that belongs to:
TNTZY68. Enter the One Time Passcode on the One Time Passcode screen in
MyTennCare Partner.

Do you want 1o receive this code through text message? Log into your account
and click on the Profile page from the left side menu to change your passcode
preference 1o text message.

If you didn't expect to receive a one time passcode, tell us!

TennCare Access users email us at PartnerSupport. TennCare@tn. gov.
Katie Beckett users email us at LTC.Operations@tn.gov.

Wou will hear back from us as soon as possible. For most issues, we will respond
within 1-2 business days. Thank you for using MyTennCare Partner.

This message was created and distributed by the Tenneszee Division of TennCare.

To ensure defvery of emails from TennCare, please add access tenneareconnecti@in.gov to your address
book. contacts, or safe sender list.

We kindly ask you not to reply to this email. Reach out to TennCare suppost if you have any questions.

View our Privacy Palicy

20 Onthe One Time
Passcode page, enter

Division of

or paste the code from TennCare

your email.

One Time Passcode

One Time Passcode has been sent to the email address you use for this account.

* Enter the 8 digit code. This passcode will expire in 15 minutes.

BACK VERIFY

Didn't Receive One Time Passcode? Resend One Time Passcode

Version 1.0

TennCare Access Login Reference 14
As of 7/9/2021
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21 Click Verify.

TN Division of

—— TennCare

One Time Passcode

One Time Passcode has been sent to the email address you use for this account.

* Enter the 8 digit code. This passcode will expire in 15 minutes.

9 9.8 6:0 9 25

BACK VERIFY

Didn't Receive One Time Passcode? Resend One Time Passcode

22 Onthe Dashboard

page, click the TN o | B sgow
TennCare Access
Portal tile. e Dashboard

USER
TennCare Access Portal

%% Dashboard

2 Pprofil SR oo
TennCare

? FAQ

%, Need Help?

TennCare Access Login Reference 15 Version 1.0
As of 7/9/2021

Guide



GTEDS

23

24

TennCare Access Login Reference

TENNESSEE ELIGALITY DETEAMIMATION SYSTEM

Click on your
organization.

On the Welcome to
TennCare Access
page, select the option
you need to perform.

NOTE: This is an
example. Your options
may be different based
on your granted
security access and the
types of tasks your
organization performs.

Guide

TennCare Access Login Reference Guide

Dashboard

TennCare Access Portal

TN Division of

TennCare

Example Hospital Facility

TN Division of ' £ lelcome, Logout

TennCare

Welcome to TennCare Access

Choose an Option Below

Presumptive Application

Add a Newhorn

Version 1.0
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Existing Users: Logging in To TennCare Access

Screenshot

1 Go to
https;//mV|oginDartner TN Divis f MyTennCare
.tcam.tn.gov/partner. TennCare ™

(S

MyTennCare Partner Login

Enter your
Username/Email
Add ress a n d USERNAME / EMAIL ADDRESS
Password. PASSWORD

Forgot Username? | Forgot Password?

WARNING! STATE OF TENNESSEE, DIVISION OF TENNCARE GOVERNMENT SYSTEM.

Unauthorized access is prohibited by Public Law 99-474 "The Computer Fraud and Abuse Act of 1986". Use of this system
constitutes CONSENT TO MONITORING AT ALL TIMES and is not subject to ANY expectation of privacy. Unauthorized use of or
access to this system may subject you to civil or criminal penalties under state or federal law. This statement is being posted by
the Division of TennCare.

2  Click Login.

TN Division of MyTernCar

Partner

TennCare

e

MyTennCare Partner Login
USERNAME / EMAIL ADDRESS
TNTZY68

PASSWORD

LOGIN

Forgot Username? | Forgot Password?

WARNING! STATE OF TENNESSEE, DIVISION OF TENNCARE GOVERNMENT SYSTEM.

Unauthorized access is prohibited by Public Law 99-474 "The Computer Fraud and Abuse Act of 1986". Use of this system
constitutes CONSENT TO MONITORING AT ALL TIMES and is not subject to ANY expectation of privacy. Unauthorized use of or
access to this system may subject you to civil or criminal penalties under state or federal law. This statement is being posted by
the Division of TennCare.

TennCare Access Login Reference 17 Version 1.0
Guide As of 7/9/2021
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3 On the One Time
Passcode page, note B
that a One Time — TennCare | ™™
Passcode was sent to
the email address you One Time Passcode
use for this account.

I One Time Passcode has been sent to the email address you use for this accounLI

A One Time Passcode
is sent to your email

address when you

login from a new B ]

device, or if you [ it Receive ane Time Passcoe? Resend o Fassced |
haven't entered a One
Time Passcode in more
than 24 hours. You
cannot log into your
account until you enter
the passcode.

* Enter the 8 digit code. This passcode will expire in 15 minutes.

NOTE: If you did not
receive the email,
check your junk mail
folder. If it's not there,
click Didn’t Receive
One Time Passcode?
Resend One Time
Passcode to send a
new email and code.

Version 1.0
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4  Access your email and
copy the verification
code. TN

MyTennCare
Partner

Ténnt."are

One Time Passcode for vour MyTennCare Partner account

Your One Time Passcode i4 99860925

This one time passcode should be used for the account that belongs to:
TNTZY68. Enter the One Time Passcode on the One Time Passcode screen in
MyTennCare Partner.

Do you want 1o receive this code through text message? Log into your account
and click on the Profile page from the left side menu to change your passcode
preference 1o text message.

If you didn't expect to receive a one time passcode, tell us!

TennCare Access users email us at PartnerSupport. TennCare@tn. gov.
Katie Beckett users email us at LTC.Operations@tn.gov.

Wou will hear back from us as soon as possible. For most issues, we will respond
within 1-2 business days. Thank you for using MyTennCare Partner.

This message was created and distributed by the Tenneszee Division of TennCare.

To ensure defvery of emails from TennCare, please add access tenneareconnecti@in.gov to your address
book. contacts, or safe sender list.

We kindly ask you not to reply to this email. Reach out to TennCare suppost if you have any questions.

View our Privacy Palicy

5 Onthe One Time
Passcode page, enter

Division of

or paste the code from TennCare

your email.

One Time Passcode

One Time Passcode has been sent to the email address you use for this account.

* Enter the 8 digit code. This passcode will expire in 15 minutes.

BACK VERIFY

Didn't Receive One Time Passcode? Resend One Time Passcode

Version 1.0

TennCare Access Login Reference 19
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6  Click Verify.

TN Division of

—— TennCare

One Time Passcode

One Time Passcode has been sent to the email address you use for this account.

* Enter the 8 digit code. This passcode will expire in 15 minutes.

9 9.°8 609 25

BACK

Didn't Receive One Time Passcode? Resend One Time Passcode

7 On the Dashboard

page, click the TN o | B sgow
TennCare Access
Portal tlle. EU f"f““’{“{“' et con Dashboard

USER
TennCare Access Portal

%3 Dashboard

2 profile SR oo
TennCare

? FAQ

%, Need Help?

TennCare Access Login Reference 20 Version 1.0
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8  Click onyour
organization. Dashboard

TennCare Access Portal

TN Division of

TennCare

Example Hospital Facility

9 On the Welcome to

TennCare Access B o Logout
page, select the option T
you need to perform. Welcome to TennCare Access
. . Choose an Option Below
NOTE: Thls IS an Presumptive Application

example. Your options
may be different based
on your granted
security access and the
types of tasks your
organization performs.

Add a Newhorn

Version 1.0
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Reviewing the MyTennCare Partner Login Homepage

Below is a sample MyTennCare Partner Login homepage for a user with approved access
to TennCare Access.

TN Division of MyTennCare 3 L2 Slgn Out

Partner

TennCare

B DampleUser o Dashboard

dMpleuse

USER

p 8% Dashboard

u; Profile TN Division of TennCare

TennCare Access Portal

n Example Hospital Facility
nl. Need Help?

TennCare Access Portal

# Item Description

1 TennCare The TennCare Access Portal tile appears on the Dashboard to
Access Portal log into TennCare Access if access has been granted.

1a  Organization The organization's name appears under the TennCare Access
Name Portal tile. You must click on your organization’s name to log into
TennCare Access.

2 User Section The USER section allows you to access your Dashboard, Profile,
FAQ, and Need Help? pages.

2a Dashboard When you log in, the Dashboard is the default page displayed. If
you visit other pages, return to the Dashboard to log in to
TennCare Access by clicking on the tile.

2b Profile Access your Profile page to view your user details. This page
stores your name and username. You can view or edit your cell
number or the way in which you receive your one time passcodes.
You can also update your password or security questions.

Version 1.0
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# Item Description
2c FAQ Access Frequently Asked Questions for answers to common

questions related to using the MyTennCare Partner Login page.

2d Need Help? Use the Need Help? page for contact information for support
accessing the TennCare Access Portal.

3 Sign Out Click Sign Out to end your session.

TennCare Access Login Reference 23 Version 1.0
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